
Start

Employee completes 

application packet 

and submits to 

Training Officer, 

OHR by the 

announced due 

date.

Application Packet:

1. Career and Leadership 

Development Program 

Checklist

2.  Employee resume in 

USAJobs format;

3.  Response to essay 

question;

4.  IDP for current and 

previous year;

5.  Performance evaluation 

for current and previous 

year; and 

6.  List of completed training 

courses.

Training Officer 

reviews application 

packet to ensure 

employee is eligible 

to compete and that 

all requested items 

are included

Is the application 

packet properly 

completed?

Training Officer 

returns application 

packet to employee
NO

Training Officer 

provides all 

application packets 

for Review Panel

YES

End

Review Panel 

members 

individually reviews  

application packets

Training Officer notifies 

selectee(s) and their 

supervisor(s) of results, 

assist selectee(s) with 

completing necessary CHRIS 

training request, as well as 

any additional application 

procedures required by the 

host of the program.

Roster of Selectees:  A 

roster of selectees will be 

maintained by the Training 

Officer in the event that a 

selectee is not able to 

attend a program for which 

selected or if additional 

seats become available 

during the fiscal year.

Eligibility Requirements:

1. One year with DOE in a 

career, career-conditional, 

or non-time limited 

excepted service position;

2.  Current performance 

rating of ME, w/ no element 

below ME; and 

3.  Employee not currently 

on a PAP or PIP, have a 

disciplinary or adverse action 

on file in his/her candidate 

Official Personnel Folder (e-

OPF) within the past two 

years prior to the date of the 

announcement.

Is the employee 

eligible to 

compete?

YES
NO

Review Panel 

discusses merits of 

candidate with Chair

Review Panel 

develops rank order 

of candidates for 

Chair’s 

consideration

Chair makes 

selection based on 

recommendations of 

Review Panel and 

needs of the EMCBC

Chair notifies 

Training Officer of 

selections

 


